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Course Objectives

Upon completion of this course, you will
be able to:

= Understand the new terms and
concepts specific to garnishment
processing

= Create a garnishment

= Process a garnishment adjustment
* Release a garnishment

= View garnishment information
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Training Materials

The following training materials and tools are used:

m HRMS Training Guide: Designed to introduce you to HRMS
navigation terms and concepts and to provide the necessary
iInformation to complete the activities and exercises throughout
the course.

m HRMS Activity Guide: Designed to provide you with activities
and exercises that help solidify your understanding of concepts
learned in the course and also provide you with an opportunity to
use HRMS.
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Training Tools
oLyl n ol WELLINGWER  Topic Index A-Z | Forms | Publications | Calendar

1 Washington State
. H R M S On -l I n e HR Depall'tment of Personnel | | @
Quick Reference g oy preere g oo o oy o

(O L Q R) : O n _I i n e Home > Payrell = Human Rescurce Management System = On-Line Quidk Reference Print Friendly
help that provided On-Line Quick Reference

: HRMS Support The On-Line Quick Reference (OLQR) contains
you Wlth Step-by- Payroll Calendars & Schedules instructional materials to help you perform day-to-day ::Mn:J'IEI‘IqF?::;?SSO}
N 1 ks in the H R M 5 T e
Step Instructions HRMS-Related Training t(;;;;;t ® Hluman Resource Management System HRMS/BI Portal (All)
. On-Line Quick Reference L4
dGSIg ned tO help B e It is organized by functional areas and roles, job aids, Related Links
I t t k HRMS reports, user procedures, course manuals, and Acronyms
yOU Comp e e a.S S glossary.
. Related Documents

! Funct | A d Ral

In HRMS : JU}?:ZHE E— HEMS Upgrade Impacts
+ Job Aids
+« HRMS Reports Contact Us

« User Procedures 360-664-6400 or E-Mail

e Course Manuals

s Glossary
« HRMS Communications

HRMS Data Definitions Project »

| search OLGR v | | o

Website address:
http://hr.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/default.aspx
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Introduction to Garnishments

Upon completion of this section,
you will be able to:

— Define new terms and concepts
specific to garnishment
processing.

— Describe the overall payroll
process and how garnishments
are completed and processed
in HRMS.

— Define the roles that relate to
this course.
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Key Terms

Term Description

Garnishment Master | Includes garnishment type, vendor and start
Data date.

Infotype Screens within a transaction that are used
to enter employee information and group
related data fields together. An example of
an infotype: Garnishment Document
(0194).

Master Data This is essential personnel information that
Includes personal and organizational data
which is unique to each employee.

Wage Type It separates amounts and time units for
various business processes. It enables the
system to process amounts and time unites
In different ways during the payroll run.
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Garnishment Roles

® Roles determine what a person
can access, display, and
change within the system.

m State of Washington uses the
following roles for
Garnishments:

— Garnishment Administrator
— Financial Approver
— Central Agency Inquirer

P
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Garnishment Roles Cont’d.

@

Garnishment
Administrator
(Agency Role)

Financial Approver
(OFM)

Central Agency
Inquirer
(DES)

Creates and maintains employee
garnishment information for new
and existing employees.

Approvers new vendors (payees
for the garnishment)

Enters the vendor information into
HRMS to be used.
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Garnishments Benefits

m Unigue infotypes specific to garnishment processing
= Automatic calculations

m “Start” and “To” dates allowing deductions to stop
automatically.

m Allows stacking of multiple garnishments

m Multiple status options to reflect the reason for stopping
a garnishment

m Two deductions for IRS delinquent tax (reducing the
number of deductions to the IRS)

m Most child support payments paid through one vendor

m Writs are transferred via journal voucher to General
Ledger 5189 with one vendor (payee)

@ 13



Review Questions

1. What is the one Agency Garnishment Role?

Garnishment Administrator

2. Define Garnishment Masterdata?

Data specific to the garnishment. For example: the
start date of the garnishment, the case number and
vendor.

P
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Create a Garnishment
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Create a Garnishment

Upon completion of this
section you will be able to:

List the different categories of .

garnishments.

Explain the garnishment
process flow.

List the infotypes associated
with garnishments.

Create a garnishment.

16



Categories of Garnishments

Garnishment Document Examples
Categories

Creditor-Court (C)

Federal Tax (F)
Federal Tax (G)
State Tax (T)
Support ( S)

Voluntary (V)
Writ (Accrued) (W)

Federal Tax Notification

(N)

Wage assignments (educational loans, court
orders, bankruptcy orders.

Federal delinquent tax levy.
Federal garnishments that are not tax related.
State delinquent tax.

Child Support, spousal support and alimony.

Voluntary wage assignment.
60 day writs of garnishment.

Federal tax notice of payment agreement.
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Priority Order of Deductions

1. Mandatory Deductions:

= Withholding Tax (Income tax, OASI, Social Security)

= Retirement (Regular contributions, and adjustments — deduction
from net)

= Net Overpayments

2. Court Ordered Deductions:

= Garnishments and Fees
Including Wage Types

* 3005 Writs

* 3010 Creditor

* 3020 Alimony/Support

* 3030 Levy

* 3031 Notification

* 3040 Service Charge

P
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Priority Order of Deductions
cont’d.

3.

P

Payments to the State Deductions:

= Health/Dental
= Union Organizational payments
= Payments to the State (parking/meals/lodging/excise tax)

Employee Discretionary Deductions:

= Health (Other), Life Ins, LTD and Autohome

= Def Comp/Dependant Care/403B/401K

= Credit Unions and banks

= Restoration of Retirement

= Other Insurance (Non-HCA), Savings Bonds, Unique Programs
(GET Program)

= Combined Fund Drive, and other employee funds and
associations.
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Garnishment Process Flow

oooooooooooooooooooooooooooooooooooooooo

: Approve & Create

: Garnishment Vendor

: Please contact the :
Payee Vendor

Garnishment
Order Received

Is Garnishment

Vendor in HRMS?

No

- Helpdesk
A i
| 1
l Create : I Create | Send Process Send
: Garnishment ——! Garnishment =——| Garnishment - Garnishment
;! I : Payroll
I Document - I Order | notice letter answer letter
| [ I
I _I 1

Key:
|:| = Non -HRMS step : :: HRMS Entry

:...+ Centralized Step




Garnishment Infotypes

m Garnishment Document (0194)

— Used to create and store garnishment information including:
= Status (pending, active, released, etc)

= Garnishment category
= Dates

= Priority

= Vendor Information

= Qriginator Information

m Garnishment Order (0195)

— Used to create and store the actual debt amount or debts of
a garnishment including:

= Amount of deduction

= |nitial balance of the claim

= Periodic deduction information

= Information on non-exempt or exempt limits

P
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Garnishment Menu Path

To access the Garnishment
Infotypes, follow menu path:
Human Resources -
Personnel Management -
Administration > HR Master
Data - Maintain

You can also access the
Garnishment Infotypes by
using the transaction code
PA30 (Maintain HR Master
data)

|I:I:’

blenu Edit Faworites Extras System  Help

| & [read S =R R

SAP Easy Access

[} [=] |

[ J Faworites
= & SAP menu

[

[
[
[

(J Office

(3 Cross-Application Components
(1 Logistics

(1 Accounting

= = Human Resources

2 PPMDT - Manager's Desktop
~ 3 Personnel Management
= &9 Administration
~ &3 HE Master Data
2 PAAD - Personnel Actions
2 PA30 - Maintain
T2 PAZO - Display
2 PA10D - Personnel File
T2 PATO - Fast Entry
T PAAZ - Fast entry: Actions
I (3 Info System
> [J Tools
I+ [J Settings
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Create a Garnishment

=
‘ HR master data  Edit Goto Extras  Lhtilities(hl) Settings  System  Help

1. Enter the employee’s @ 2 10 e@e CHE 8000 B0 Q6
Maintain HR Master Data

Personnel no.

. |Personnel na. 40000234 |
2. C“Ck @ | (Enter) tO Name  |IBAGH JOHNNIE
. FersArea 1110 DEpt of Personnel EEGI’DUD B Civil 5ervice Exempt
Va“date PSubarea |0003| Exernpt EESubgroup |04 | Monthiy(M) OT Exe..  Status  Active

3 U nder the Payroll k tab Basic Personal Payrall I Benefts | Time Recording , Addil. Personal Data | Fl|, OE
Infotype text Isl |_| Period
SeleCt ":I i : Unemployment State o [+l | @ Period
_Withhnlding Info W Ave LIS W [-] From To
. - |add. withh. Info. US v O Today O Curr.week
4. CIICk E(Creat e) to :Other Taxes Us QA O Current month
IRS Limits US4 O From curr.date O Last week
Cre a.te . _ééfﬁi—gﬁfhéﬁfD"DEJ';’-]-':;HE OTo Cutrent Date O Last month
_GamiShmem Order O Current Pertiod O Current Year
_Garnish.Adjustment = |EI T |
Bond Purchases E‘
Direct selection
Infotype Garnishrment Document STy




Create a Garnishment Document
(0194)

B Fields to COmplete: rj_lnfntype Edit Goto  Garnishment  Extras  Systemn  Help
@

Start and End dates
Case Number
Status

Received

Priority
Jurisdiction
Category*

Vendor

| 2l dBle@ CHE SO0 PR Q@m

Create Garnishment Document (0194)

DD I | Order || Calculate end date || Review |

Personnel No. | 40000234 Name \IBACH JOHNNIE |

Fersirea -11'1E| Dept of Personnel EEGroup . Civil Service Exempt
FSubarea -EIDEIS Exempt EESubgroup 01 Maonthlyitd) OT Exe..  Status  Active

Start 01/03/2013| CIRKELE A EEEE)

LGarnishment Document
Case no. lr | Internal no. W
Status | Active = | Received 01/03/2013| Released
Priority & | Jurisdiction  |Wwashington = Category = |
wendor Originator =
Mame Name | |
Street |  Strest | |
oy oy |
Zpeode | | stae | | |Zipcode | ] state | | |
Plaintift | | [Jlssue Separate Check to Yendor
Remittance | 00000 =]
Send ans. | E| Elapsed days |_|
Service Ch | | | First reply [ ]
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Garnishment Vendor Information
m 2181700 EFTPS IRS Payment for W/H Tax

— This vendor is used to pay the taxes paid on applicable wages during the
normal payroll process. This payment is sent to the IRS via an EFTPS.

— Agencies should not select this vendor. This is for DES use only.
m 2181701 Internal Revenue Service-ACS

— This payment is for IRS Levies and is payable to US Treasury with a
mailing address of PO Box 24017, Fresno, CA 93779-4017. This vendor
type is “Regular” which will be returned to the agency for mailing and the
agency would create their own MDR if desired.

m 2181702 Internal Revenue Service

— This payment is for IRS Volunteer Wage Assignments and is payable to
US Treasury with a mailing address of PO Box 24017, Fresno, CA 93779-
4017. This vendor type is “Regular which will be returned to the agency for
mailing and the agency would create their own MDR if desired.

m 9999999 GL5189 Accrual Vendor

— This vendor is used for Writs only. This payment will accrue to the GL
5189 account.

P
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Create a Garnishment Document
(0194) cont’d.

. Y 1 =
. CIICk ﬁ . (En ter) Infotype Edit Goto  Garnishment  Extras  System  Help
@ 2 AH GG B EEIS 000 EE @

tO Val |date . Create Garnishment Document (0194)

DD | Orider || Calculate end date || Review|
. CIiCk | (Sav e) Persannel MNo. 40000234 Mame IBACH JOHWNIE

Persarea 1110 Dept of Personngl EEGroup B | Civil Service Exernpt

to Save and FSubarea 0003 | Exempt EESubgroup |B1 | Monthiy(M) OT Exe.. Status  Active

Start 11/25/2013 12/31/993949
CO ntl n u e ' Garnishment Document
Case no. 33333333 Internal no. oo
Status Active & | Feceived B1/03/2013 | Released
Priority 1 Jurisdiction Washington Bl | Category Support E
Addl. Code hedical Suppaort for Dependent B
“Yendor 714401 originator B
Marne DSHS DMISION OF CHILD SUFPOD | Marme
Street Street
City Okyrpia Ciby
Zip code 28507 - 9010 State | WA |US | Zip code State
Plaintift [lssue Separate Check to “endor
Femittance | 00000 gl
Send answ. E Elapsed days
Service Ch First reply
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Create a Garnishment Order (0195)

m Fields to complete:

=
Infotype  Edit Gaoto  Garnishment  Extras  System  Help

& 2 AP C@® EHE D008 HE @

Rule Non-exempt Create Garnishment Order (0195)

EEE

Initial balance

: Personnel Mo. 40000234 Mame IBACH JOHWMIE
* For Writs only* o
Persarea 1110 Dept of Personnel EEGroup |B | Civil Service Exempt
Deduction (Value) PSubarea Q003 | Exempt EESubgroup |01 Monthlyihy OT Exe..  Status  Active

Fram

. t 12/31/3898
Deduction (Rule) :

Garnishment Crder

- & ( ) Case no. 33333333 Internal no. oo
m Click Enter) to S ——
Validate Order Type cs| |Child Support
Rule Non-exempt | 00B| |Child Support 40%
- Initial Balance LsD
= ( )
- CIICk = Save to Deduction 150. 00| Pay period amount o
save and continue.
Limit 1 Lirnit 2 Additional Amaount
® Mon-exempt O Exempt ® Mon-exempt O Exempt ® Mon-exempt O Exempt
Yalue Yalue Yalue
LInit El | Unit Bl Unit g
27
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Exceptions

Federal Tax Levy

m Select Rule Non-
Exempt

m Click '@l (Enter)
m Fields to complete:

— Filing Status

— Number of
exemptions

[=
| Infotype  Edit Goto Garnishment Extras  System  Help

| & 1 0B e CHE 0hs AR @m

Create Garnishment Order (0195)

E][2]L<]

Personnel Mo, 4HAOR225
Persarea 5400 Employment Security Dept

RUTKOWERSKI WESLEY
EEGroup |0 | Permanent

Mame

Note: The Additional Amount field will
override the calculated amount which is
based on the Filing status and Number of
exemptions.

Manually calculate the deduction amount
(using the table provided) and add the
additional amount. Place the total in the
Value field.

Run a Payroll Simulation to view the
payment amount.

PSubarea |DOFT | Agencywide EESubgroup |81 MonthlyiM) OT Exe..  Status  Active
From 04/06/2 ]
1. Select Rule-Mon
Exempt
Garnishment Order
Case no. 111111 Internal no. ooz
SECQUENCE NO. 1
Crder Type FT | £ Federal Tax Lewy
IRuIE Mon-exempt (000 [IRS Tax Levy I
Initial Balance LSO
Deduction E
Limit 1 2. Enter the filing status and Additional Amount
@ Non-exempt O Ex exemptions wempt @ Non-exempt O Exempt
Yalle YWalle
Linit El | | Unit E

r

Statement of Exemptions and Filing Status
Lesy Farm oO1 | Figuring Amt Form 888-4W -\Wie) SWici(DO)

Filing Status |

Mumber of exermptions
Leswyy Farmn Date

Additional standard deduction
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HRMS Activity

Create a Garnishment Document and Order
(Demonstration, Exercise)
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Review Questions

1. What transaction code is used to access the
Garnishment infotypes?

PA30

2. What two infotypes are used to process a
garnishment?

- Garnishment Document (0194)
- Garnishment Order (0195)

3. What type of information is included on the
Garnishment Document?

- Start & To Date - Case Number
- Status - Received Date
- Priority - Jurisdiction

- Category - Vendor

@



Release a Garnishment

31



Release a Garnishment

Upon completion of this section

you will be able to: g

— Define the different status =«
types that may be assigned
to a garnishment.

— List the infotype used to
release a garnishment.

— Complete the steps of
releasing a garnishment.

@ 32



Status Types

m Garnishment status types:

— Pending

= Document has been suspended by order of the originator. No
wages are withheld.

— |nactive

= Garnishment has been repaid in full, but not yet released by the
originator. No wages are withheld.

— Released

= Garnishment has been satisfied and/or paid in full and notification
from the court/creditor has been received by the agency.

@ 33



Status Types cont’d.

m Garnishment status types:

— Rejected

= Garnishment has been issued, but the employee no longer
works for the agency.

— Bankrupt

= Garnishment is no longer applicable because the employee
has been declared bankrupt.

— Reactivate for refund

= Garnishment has been reactivated for the purpose of
refunding excess garnished wages to the employee.

P
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Releasing a Garnishment

Release status means that the garnishment has been
satisfied and/or paid in full and notification from the
court/creditor has been received by the agency.

— Once the notification from the court/creditor has been
received, you must enter a release status and date.

@ 35



Garnishment Menu Path

m To access the Garnishment |*©

Infotypes, follow menu path: | €[> B R CR=T

SAP Easy Access
Human Resources =

5| ME
Personnel Management -

[ J Faworites

Administration 2 HR Master = Si3E
Data - Maintain

blenu Edit Faworites Extras System  Help

[ [J Cross-Application Components
[* (3 Logistics
* [(J Accounting

= You can also access the v @i R
Garnishment Infotypes by 2 & o] e
using the transaction code ARl
PA30 (Maintain HR Master gﬁiiﬁﬂiﬂ?&”
data) o

T PAAZ - Fast entry: Actions
I (3 Info System
[ (J Tools
I+ [J Settings




Release a Garnishment Cont’d.

4
] Under the " Payroll k HR rmaster data  Edit Goto Ewtras Utilities Settings System  Help
select the

@ 2[00 @Q0CHE 8000 DR QF
Maintain HR Master Data
s Click £ WAEEEE =
(Overview) for 1 O Y T

! Find by | Name  |HARMON JOSEPH
an overview Of “ & Persan PersArea (1110 Dept of Personngl EEGroup B Permanent
all g arnishment ﬁgggﬁ"ﬁ;?ﬂam“ PSubarea 0001 Non Represented  EESubgroup (85 H-OT Elige40nramk  Status  Active
[l Free search
Orders Basic Personal SI00RS  Benefts  Time Recording - Addtl. Personal Data— 1)) DE
" o Infutype text |E”_‘ Period
Unemployment State v [ ®@Periad
_Withhulding Info WA U5 v @ Fram T0
:Add.WIthh. Info. US v OToday O Curr.weelk
| [Other Taxes U3 Ll OAl (O Current month
| |IRS Limits USA —| | OFrom curr.date O Last week
Garmisfiment Docurment 4 OTo Curent Date OLagt morth
O Current Period O Current Year
_Garnish.Adjustment v E ‘E Choose |
Bond Purchases []
Direct selzction
Infotype Garnishment Orcler STy
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Release a Garnishment Cont’d.

[&
Infotype  Edit Goto Ewtras System  Help

I IECAQ SEE ADa8(HE QR

m Click the grey
box to the left of |@

the Writ that List Garnishment Order (0195)
needs to be
updated.
Personnel No. 40000087 hame HARMON JOSEFH
u ClICk 7 Find by PersArea (1110 Dept of Personngl EEGroup |8 Permangent
h _ v 0 Person . Paubarea |BE01 Non Represented  EESubgroup 05 H-OT Elig=40hrswk  Status - Active
(Change) to %gg!ﬁ"‘fﬁam“  choose  01/011800] o [12/31/3898] STy
change the end .
date of the order. Gamishment order
" |_”‘”'|| GMurm Mo |OType |Rule  |Initial Balance Deduction ~ [Unit (St Date  [End Date  |L
000t 01 €5 003 000 205503 (4/25/2008 12/31/3999 [4]
0002 01 CC 000 B4410 53643 (05232008 07/25/2008 u
003 01 cs oo 000 150003 01072009 12431/9999 H
38



Release a Garnishment Cont’d.

[

Enter To date.

This will be the day Copy Garnishment Order (0195)

after the last
deduction was
taken.

Click "@l(Enter) to
validate.

Click B! (Save) to
save and continue.

Infatype  Edit Goto  Gamishment  Extras  System  Help

o JB]lece CHE “ui0 PR O

EENR

| I

Find by

< @ Person
[Hl Callective search
[l Search Term
[ Free search

N

40800087
PersArea 1110 Dept of Persannel

Persannel Mo, Mame HARMON JOSEPH

EEGroup |@| Permanent

PSubarea 0001 Mon Represented  EESubgroup (05| H-OT Elig=d0hrsiwk  Status  Active
From §3/10/2008 Itn 4410/2010] @I

Gamishment Order
Case no. 3541984954 Irternal no. aoeE3
SECUENCE NO. 01
Order Type €5 |Child support
Rule Nor-exempt {008 | |(Child Support 40%
[nitial Balance UsDh []Mew halance
Deduction 150, 00) 3 Pay period amount |
Lirnit 1 Lirnit 2 Additional Amaunt
@ MNon-exempt O Exempt @Mon-exempt O Exempt @ MNon-exempt O Exempt
Yalle alue Yalue
Lnit El | | Unit &l | Unit B
39



Release a Garnishment cont’d.

=4
| HE master data Edit Goto Extras Utilities  Settings  Systern  Help

2 3 0H @G0 DHE D000 AR QF
[@z] Maintain HR Master Data

0l7lk a2y

m Under the rfao iselect

m Click & (Overvi ew) | _* [Personneina.  |40000087 ﬁ'
T Find by | Name  [HARMON JOSEPH |
~ 4 Person : PersArea - Dept of Personnel EEGrDupI Permanent
ﬁgg!ﬁi??m PSubarea Non Represented  EESubgroup [05|H-OT Elig-40hrstk  Status  Active
[ Free search
Basic Personal Data & Benefits i Time Recording i Addtl. Persanal Data ||| RDE
II _a0 Infiotype text |E| |_| Feriod
Unemployment State v [+ | ®@Period
| |Withnoiding Info wa/ws US v | Fom | Ta |
_Add. Withh. Info. US o OToday O Currweek
| |Other Taxes US L OAl O Current month
RS Limits UsA | | OFrom curr.date O Last week
I Gamishment Document 4 OTao Current Date O Last month
_Gamisnmem Order 4 O Current Perind O Current Year
_Gamish. Adjustment 4 E |E Chonse |
Bond Purchases [+
Direct selection
Infatype Garnishment Document sty |
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Release a Garnishment Cont’d.

: &
m Click the grey Infatype Edit Gato Extizs System Help

box to the left of |@ 3 (BIe@eCHE 8000 BRI G
the Writ that List Garnishment Document (0194)
needS to be EE Ristory || Histary all

placed Into Personnel ho. | 40000087 Name HARMON  JOSEPH
released status PersArea |1110| Dept of Personnel EEGroup |0 Permanent

Find by

) v § Persan Paubarea 0001 Mon Represented  EESUbgroup 5 R-OT Elig=4Dhrsfk  Status  Active
m Click/@ (Copy) B Collctve searth | m cnooce  lo7atyim] 1o 230998 STy,
[l Search Term
(il Free search
(amishment documents
Start Date  [End Date  [Mo. |5ta |Case no. Cat [Mame ||
" o 4/05/2008 04/092010 0001 1 2059959 S DSHS DIVISION OF CHILD SUPPORT [+]

31072009 12/31/995% 0003 1 3541984384 5 D&HS DIVISION OF CHILD SUPPORT [
07/25/2008 0871172008 0002 1 0079474 W GL 3189 Accrual Vendar
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Release a Garnishment Cont’d.
-

T - Infotype  Edit Goto  Garnishment  Extras  System  Help
= Required fields (@) - [Blece cup tnos 0D @B

|nC| ude: Copy Garnishment Document {(0194)
DD | Order || Order fast entry || Garnishment history || Custamizing review |
— Start date | IL* | Personnel No. | 4B000087 Name HARMON JOSEPH
Find by | PersArea 1110 Dept of Personnel EEGroup |0 Permanent
— = @ Person PSubarea Q001 | Mon Fepresented  EESubgroup (05| H-OT Elig=40hrsfiwk Status  Active
To date %gggfﬂfﬁf?ﬂamh Start ba/10/2010[3)t0  |12/31/9999
— StatUS {Hl Free search
Garnishrment Dacurnent
— Released date I e | e 20805 Internalno. 0801
Status 4 Released El f=eceived DMM!QDDBlReleased 03/17/2010 |
Priority 1 Jurisdiction WA WWashington El| Category 5 suppor..E
Addl. Code Medical Support for Dependent  Eliginle z
[ ] CI|Ck & | (Enter) 'to vendor 714401 Originatar e
. Marme D5HS DIVISION OF CHILD SUPFPO | Mame
Val |date . Street Street
City Olympia City
. Zip code 98507 -9010 State | WA|US | Zip code State
. CIICk | (Sav e) to Plaintiff [Jlzgue Separate Check to Vendar
. Remittance (00000 el
d
Save an Contl n ue SENd answ. B Elapsed days
Service Ch First reply

m Click'@ (back) to

return to Maintain Note: The Start date would be one day after last

deduction was taken. The Released date is the actual
HR Master Data date the on the order that tells you to release the

@ garnishment.




P

HRMS Activity

Release a Garnishment Document
Exercise
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Review Questions

1. What does releasing a garnishment mean?

The garnishment has been satisfied and/or paid in full and
notification from the court/creditor has been received by the
agency.

2. What fields need to be completed when releasing
a garnishment document?

-Start (date)
-Status
-Release (date)

3. What status types, other than Release, can stop a
garnishment deduction?

-Inactive -Rejected
-Pending  -Bankrupt

@
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Reactivate Garnishment
for refund



Reactivate Garnishment for refund

=
) | HE master data Edit Goto Extras Utilities  Settings  Systern  Help
= Enter the employee's |@ 100 @60 CHE a0an 0E 0B
Personnel no. [@z] Maintain HR Master Data
: (81174 2 el
= Click '@l (Enter) to —
. Personnel no. 40000087 m
Va||date_ Find by || Name  HARMON JOSEPH
~ @ Person Persarea 1110 Dept of Personnel EEGroup |8 Permanent
= Under the 7 raol kseleCt ﬁgg!ﬁ‘fﬁ?ﬁfmh PSubarea |0001| Non Represented  EESubgroup |05 H-OT Blig=40hrsiwk  Status  Active
[ Free search
":I Basic Personal Data & Benefits i Time Recording i Addtl. Personal Data ||| m
II _a0 Infiotype text |E||_| Period
) . Unemployment State v [+ | ®@Period
| ClICk i? (OVGI’VIGW) - Withholding Info Wa/Wws US v I Fom To
| Add. Withh. Info. US 4 O Today O Currweek
| |Other Taxes US || [ OAl O Current manth
IRS Limits USA (| | OFram curr.date O Last week
I Garnishment Document 4 OTo Current Date O Last month
_Gamisnmem Order v O Current Period O Current Year
_Gamish.Adjustment 4 E |E Chaose |
Bond Purchases |z|
Direct selection
Infotype Garnishment Docurment STy
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Reactivate Garnishment for refund

confd

Click the grey
box to the left

of the

released Writ.  /DIZ|2{RI] sty | oy

m Click 'm

(Copy) to
copy.

4
Infotype  Edit Goto Extras System  Help

[ 2 00 6@ CHE D000 BRI0E

List Garnishment Document (0194)

-

Find by

7 § Persan

[ Callective search
[l Search Term
(Kl Free search

]

Personnel No. | 40000087 Hame HARMON JOSEPH

Persarea |1110 Dept of Personnel EEGroup 8| Permanent

P5ubarea 0001 NonRepresented  EESubgroup |05 H-OT Elig=40nrsfwk  Status  Active
[ Choose EIHBMBEIBtn 1243179993 5Ty

Garnishment documents

0471072010 12/31/9995 00014 2058958 3 DO5H5 DIVISION OF CHILD SUPPORT

Start Date  [End Date  |No. [Sta |Case no. Cat |Name |
06/1172008 062472008 00021 0079374 W GL 5189 Accrual Vendor [4
- 106M02008 DBAOAO08 DD02 1 0079374 W GL 5189 Accrual Vendor [
' Josoanoe oeow2008 00021 007974 W GL 5189 Accrual Vendar H
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Reactivate Garnishment for refund

confd

Fields to complete:
- Start date

- To date

- Status

= Click '@l (Enter)to
validate.

m Click 8 (Save) to save
and continue.

Note: The Start and To date

will be the actual check date

that the refund is to be sent
to the employee.

P

g
Infatype  Edit Goto Garnishment Extras  System  Help

V] 140 CAaQ EHEIADL EE QN

Change Garnishment Document (0194)

DD | Order || Order fast || History || Review || MNatice |etter || Angwer letter |

| L* | Personnel No.  |40000067 Name  |HARMON JOSEPH
Find by | PersArea 1118 Dept of Personnel EEGroup B|Permanent
< {if) Person PSubarea 0001 Mon Represented  EESubgroup (05 H-OT Elig=40hrsfwk Status  Active
i Collctve search IStar‘[ 05A0/200] o [5/A0/2010 i Chy. [04/06/2010 [KELLYH
[l Search Term
{Hl Free search
Garnishment Document
| oo Case no. 2058958 Internal no. pog1
Status 5 Reactivate for refun.. Z§ Received 0441472008 | Released [3M7/2010
Friority 1 Jurisdiction WA Washington Bl Category 5 Suppar. B
Addl. Code Medical Support for Dependent ¥ Eligible 3
Yendor 714401 Originator &
Marne D5H5 DIVISION OF CHILD SUPRPO | Name
Street Street
City Olympia City
Zlp code 98507 - 3010 State | WA|US | Zip code State
Plaintiff [lssue Separate Check to Yendor
Remittance | 00000 &l
Send answ. g Elapsed days
Senvice Ch First reply
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Adjust a Garnishment



Types of Garnishment Adjustments

m There are two different types of garnishment
adjustments that you can make:

— Refund

= Used only for an accrued writ before funds are sent to the
court.

— Additional deduction (one-time)

= Allows the employee to specify an additional amount they want
withheld.
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Create the refund adjustment

m Enter the employee’s
Personnel no.

m Click "€l (Enter) to
validate.

m Under the Famo ktab
select|”

m Click_ & (Overview) for an
overview of all
garnishments.

E

1@

HE master data  Edit Goto Eutras Utiities  Zettings  System  Help

10 Ceg SRED0a8 AR

Maintain HR Master Data

WERES B

| | » I Persannel no.

honoongy

Find by
¥ {f Persan

tHl search Term
[l Free search

[ D]

Name  HRRON JOSEPH
Persarea |1110 Dept of Personnel
I Cullectve search | og e 061 | Non Represented  EEGubgroup [B5] 0T Bl dbivsik Staus  Active

Basic Personal DataIWI Benefts  Time Recording  Addll. Personal Data |/, DE

EEGroup U | Permangnt

Infotype text |E| ﬂ Perind
Lnemplayment State v [ | ®Period
_Withhalding Infan WaAtvs US 4 @ From To
| lagl with.Ifo. US v || | OToday O Curvegk
| |Otner Taxes US ||| OAl O Current month
IR Limits U3A = | OFrom curr date OLast week
Garmishment Document 4 OTa Curtent Date (O Last manth
_Garmshment Crcer v (O Current Period O Current Year
_Gamish.Adjustment v E ‘E Choose |
Bond Purchases [v]
Direct selection
Infotype Gamishment Document Ty
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Create the refund adjustment

confd
Click the grey box to

the left of the Writ
that needs to be
updated.

m Click 2 (Change)
to change the end
date of the order.

||_

@

Ifotype Edit Goto Extras System Help

1 4E QaQ CHE DDA BE QF

List Garnishment Document (01%4)

DluEe

Histary || Histary all

-

Find by

7 @ Persan

[l Collective search
[ Search Tem
[ Free search

Personnel No. 40000087 Narne HARMON  JOSEPH

PersArea 11110 Dept of Personnel EEGroup @ Permanent

PSUbarea 0001 Non Represented  EESubgroup 05 H-OT Elig=d0hrstk  Status  Active
Choose  D1/01/18000 to |12/31/9999 STy,

Garishment documents

BN

otat Date  [End Date Mo, |Sta |Case no. Cat [Narme

06/10/2008 06A10/2008 00021 00VS374 W GL 5189 Accrual Vendor

0212372008 D&/09/72008 00021 0078374 W GL 5189 Accrual Vendor
04/

Hﬁﬂﬂf?[ﬂﬂ 02102010 00019 2058928 5 DaHs DIVISION OF CHILD SUPPORT

/
1020100 05032010 00014 2058958 5 DSH5 DIVISION OF CHILD SUPPORT
/

—— R =
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Create the refund adjustment

J
cont’d. .
| Infotype  Edit  Goto Extr@s Systern  Help
m From the Menu @ B 8000 EF QR

Qrder Cirl+F1

bar Ch Oose Cl'IEII'IQE GamiSh Ordder fast entry Cirl+F2

Adjustment H Calculate end date

. HEFEAE
Garnishment |

Mew balance |

Fersonnel No. | 40000087 w _OSEPH
9 AdJ u St m ent an by | PersArea |1118| Dept of Pe Wment Qruup 0| Permanent |
WE]EFSEHECWE — PSubarea 0081 |Mon Repre el et T Elig=40hrafwk  Status  Active
and Refu N d . W searchTem |20 BB/ 1B/28  gonzats calculation 9. |B4/06/2010 | KELLYW
[l Free search Exceptional payment

Gamishment Document
Caseno. 2058558 Internal na. pom

ll Ed atatus & Reactivate for refun.. B | Received 0471412008 | Released B3
Priority 1 Jurisdiction WA Washington & | Category 5 Suppor B
Addl. Code Medical Support for Dependent v Eliginle 2
Yendor 714401 Originatar g
Marme D5HS DIVISION OF CHILD SUPPO | Narme
atreet atreet
City Olyrnpia City
Zip code 985079010 atate | WA|US | Zip code State
Plaintif [lssue Separate Check to Yendor
Remittance | 00000 g
Send ansi. & Elapsed days
Service Ch First reply




Create the retund adjustment

cont’d.

m Fields to complete:

4

@

Infotype  Edit Goto Garishment Extras  System  Help

140 CEQEHE DDOIRR QM

Create Refund (0216)

- Adjustment Date
- Segno of garn order

EER

-

- Adjustment amount gk

- Adjustment wage | Hemee

type _ [ Free search
D]

Click ‘@l (Enter)to |
validate.

Click B (Save) to
save and continue.

Note:

The adjustment date is the actual
check date of the refund

p

Personnel Mo 48000087
EEgroup @ Permangnt Personnelar 1110
EE subgroup |85 H-OT Elig=40hrs/.. 53N |500-10-1088

Name

HARMON JOSEPH

Dept of Personngl

ofatus  Active

Refund

Case no. 2053958

Sequenceno o

Adjustment reason 4| Refund of vendor
djustment date b5 /10/2010 @]

Segho of garn orders 01

Order Type 5| Child Support

Adjustment Amount 808. 37| UsD

Adjustment Wage Type 3080 RefundiStap Paym. Exernpt

Internal Murmber

EIEley
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P

HRMS Activity

Process a Garnishment Adjustment
Exercise
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Review Questions

1. What types of adjustments can be made through
the adjustment infotype?

 Refund
« Additional deduction

2. True or False: When creating an adjustment it will

continue each pay period until you enter a stop

False, a garnishment adjustment is a one-time
adjustment/deduction that will process for the designated pay
period.
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Process a Garnishment
For Mid-Period
Employee Transfers



Mid-Period Transfers

P

In HRMS, when an employee transfers mid-period, a
single pay check is processed for that period. The agency
that receives the transferring employee reports the entire
pay period taxes and most deductions.

A garnishment assigned to a losing agency is calculated
on the combined losing and gaining agency time worked
and is recorded on the gaining agencies payroll revolving
account.

A journal voucher to transfer the funds to the losing agency
may be required.

User procedure Garnishment Processing for Mid-Period
Transfer is available on the OLQR.
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View Garnishment
History and Reports




View Garnishment Information

Upon completion of this section
you will be able to:

— List garnishment history.

— Describe when and how HRMS
reports are used.

P
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Garnishment Menu Path

To access the Garnishment
Infotypes, follow menu path:
Human Resources -
Personnel Management -
Administration > HR Master
Data - Maintain

You can also access the
Garnishment Infotypes by
using the transaction code
PA20 (Display HR Master
data)

=
Menu Edit Favorites Extras  Systern Help

I@‘ Pa2d] 2 A ECE& | 2 ER |

SAP Easy Access
3= M

I (3 Favorites
=~ 7 SAP menu
[ (3 Office
I (3 Cross-Application Components
[» (7 Logistics
[ (7 Accounting
= &1 Hurman Resources
) PPMOT - Manager's Desktop
=+ Personnel Management
= &9 Administration
~ &1 HR Master Data
2 PAA0 - Personnel Actions
PA3D - Maintain

-
-
r

PAZ0 - Displa ..% :
PA10 - Personnel File s
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View Garnishment History

HE master data Edit Goto Extras Utlities Settings  System  Help

1B QaQ CHE D00 BR QN
Maintain HR Master Data

Enter the employee’s
Personnel no.

Click '@l (Enter) to
validate.

Under the Fami | tab
select|”

Click & (Overview) for an
overview.

g

A5 B

| \L* [Personnetno.  hooooos?
Find by [ Name  BEESLEY MARY
< @ Person PersArea 5400 Employment Security Dent EEGroup @ Permanent
B Colective search | g v-ves IG0FT Agencywide.  EESungroun [B1] MontiyM) O Bre. Status Wihcrawn
(H Search Tem
(H] Free search
Basic Personal Dataiﬁi Benefits i Time Recording i Addtl. Personal Data ||| m
| =00 Infutipe text |E||_| Perind
Uriemployiment State v 2| ®Peiod
_Withhﬂlding Info WAnG LS W E Frofm To
:Add.Withh.lnfu. U3 4 OToday O Curr week
| Other Taxes Uz L OAl O Current month
IR3 Limts US4 = | OFtom cum.date O Last week
ﬂ Gamishment Document 4 (OTa Curert Date (O Last month
_ <O U v O Current Period O Current Year
_Garnish. Adjustment E
Bond Purchases E
Dirzct selection
Infatype Garnishiment Dacument STy
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View Garnishment History
Cont’d.

| SeleCt grey bOX Infotype  Edit Goto Extras System Help
to the left of the |9 90 ¢0@ CHE aDpD B0 OB

garnishment List Garnishment Document (0194)
you want to O)i7 @ B | tistory [ titory a
VieW' m Personnel Mo, 40000067 Narme BEESLEY MARY

[

. : Find by PersArea (5400 Employment Security Dept EEGroup O Permanent
. CIICk ST to 7 %P i i
ErSOn PSubarea 0OFT Agencywide  EESubgroup (81 Monthiy(M) OT Bxe.. Status  Withdrawn
View. I Collecte search | my o pce et [ty

(il Search Term

[l Free search
Garnishment documents

|| ~an Start Date  (End Date |Nn. Sta |Case no. Cat [Name H

031072009 12/31/9999 00011 11113333 5 DSHS DIVISION OF CHLD SUPPORT  [4]
1202812009 12/31/9999 00024 1219616 W GL 5189 Accrual vendor u

|
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View Garnishment History cont’d.
—

=
| List Edit Goto “iews Settings Systern Help

| @ 200 e@e CHE DDan AR @3

Garnishment History - Remittance Information

[&[&][=[¥|=]

TIervres
JOE, TAMMY

12/02/2008 Garnishment history
Period from 01/01/2008 to 12/31/2008

Pers.No|Employes/app namgio. [Case no. [vendor [Order Type|Description of order type

~ |ActionDate  [RecordType|Text

Amount| Rem.bal | Total date| Vear-date|Due date

0008 |07-41658 2173700
0008 |07-41658 2173700
0008 |07-41658 2173700
0008 |07-416858 2173700
0008 |07-41658 2173700
0008 |07-41658 2173700
0008 |07-41658 2173700
0008 |07-41658 2173700
0008 |07-41658 2173700
0008 |07V-41658 2173700
0008 |07-41658 2173700
0008 |07-41658 2173700
0008 |07-41628 2173700
0008 |07-41658 2173700
0008 |07-41658 2173700
0008 |07-41658 2173700
0008 |07V-41658 2173700
0008 |07-41658 2173700
0008 |07-41658 2173700

Note:

WL
WL
wL
WL
WL
WL
WL
WL
WL
WL
WL
WL
WL
WL
L
WL
WL
CT
CT

woluntary Assignment
woluntary Assignment
woluntary Assignment
woluntary Assignment
woluntary Assignment
woluntary Assignment
woluntary Assignment
“oluntary Assignment
woluntary Assignment
woluntary Assignment
woluntary Assignment
woluntary Assignment
woluntary Assignment
woluntary Assignment
“oluntary Assignment
woluntary Assignment
woluntary Assignment

10/24/2008
10/10/2008
08¢25/2008
09/10/2008
08/25/2008
08/11/2008
07/25/2008
07/10/2008
06/25/2008
06/10/2008
05/23/2008
05/09/2008
04/25/2008
04/10/2008
03/25/2008
03/10/2008
02/25/2008

Court OrderAage Assignment 01/25/2008
Court OrdersVage Assignment|01/10/2008

1

Dieduction
Dieduction
Deduction
Dieduction
Dieduction
Dieduction
Dieduction
Deduction
Dieduction
Dieduction
Dieduction
Dieduction
Dreduction
Dieduction
Deduction
Dieduction
Dieduction
Dieduction
Dieduction

1,048 .81

300.20
1,431.00
1,431.00
1,431.00
1,431.00
1,431.00
1,431.00
1,431.00
1,431.00
1,431.00
1,431.00
1,431.00
1,431.00
1,431.00
1,431.00
1,431.00
1,431.00
1,284 .86

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

22.814.01
21,765.20
21 465.00
20,034.00
18,603.00
17,172.00
15,741.00
14,310.00
12,879.00
11 448.00
10,017.00
5,5586.00
7,155.00
5,724.00
4,293.00
2,562.00
1.431.00
20,849 53
19.4158.53

History is populated after payroll has been exited by DES.

22.514.01
21,765.20
21465.00
20,034.00
18,603.00
17,172.00
15,741.00
14,310.00
12,879.00
11,448.00
10,017.00
5,586.00
7,155.00
5,724.00
4,293.00
2,862.00
1,431.00
2,715.86
1,284 56

10/24/2008
10/10/2008
09/232/2008
094102008
08/25/2008
08411/2008
07¢23/2008
074102008
06/25/2008
06410/2008
05/23/2008
05/09/2008
04/232/2008
04410/2008
03/25/2008
03410/2008
02425/2008
014252008
01410/2008
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View Garnishment History cont’d.

The Garnishment
History displays

totals for the current

year.
- January 1, 20XX

To change the
dates to a specific

period select| Mew dates

E
| List Edit Goto Views ZSettings System Help

| 210000 SHE DDA0 BE QB

=gy

Garnishment History - Remittance Information

ol EEIES)

| Ml dates ‘

12/02/2008 Garnishment history

Period from 01/01/2008 to 12/31/2008
7
JOE, TAMMY

‘Pers Mo [Employes/app.namelo. [Case no. [Vendor [Order Type|Description of ardertyps  [ActionDate  [RecordType| Text

0008 |07-41658 2173700 WL Yoluntary Assignment 10/24/2008 1 Deduction

4 . L et . - p— Deduction
Deduction
Deduction
Deduction
Deduction
Deduction
Deduction
Deduction
Deduction
Deduction
Deduction
Deduction
Deduction
Deduction
Deduction
Deduction
Deduction
Deduction

[= Selection Dates

4/1/2005
6/30/2008

Start of selection

End of selection

0008 07-416588 2173700 YL
0008 |07-41658 2173700 VL

1 03252008
1
0008 |07-41658 2173700 YL
1
1

Yoluntary Assignment
Yoluntary Assignment 0311042008
Yoluntary Assignment D2/25/2008
Court Orderiage Assignment 01/25/2008

Court OrderMage Assignment 01/10/2008

0006 07-41658 2173700 CT

1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
0008|07-41628 2173700 CT 1

| Amount|Rem bal| Total date] Vear-date|Due date
1,048.81 0002281401 122,814.01 10/24/2008

300.20 | 0.00 21,763.20 |21,765.20 1010/2008
143100 0.00|21465.00 2146900 09/25/2008
143100 000 20,034.00 20,034.00 09/10/2008
143100 0.00|18,603.00 18,603.00 08/23/2008
143100 000 1717200 17172.00 08/11/2008
143100 0.00|15,741.00 15,741.00 07/23/2008
143100 0.00 14,310.00 14,310.00 07/10/2008
143100 0.00|12,579.00 12,879.00 06/23/2008
1431.00 0.00 11448.00 1144800 06/10/2008
143100 0.00|10,017.00 10,017.00 05/23/2008
143100 000 8,586.00 B8586.00 05/09/2008
143100 000 7,155.00 713900 04/23/2008
143100 000 572400 572400 04/10/2008
143100 000 425300 429300 03/25/2008
143100 000 2862.00 2862.00 03/10/2008
143100 000 143100 1431.00 02/25/2008
143100 000 20,848.83 271986 01/23/2008

128486 000 19418.53 1284.86 01/10/2008
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View Garnishment History cont’d.

|II='

C

List Edit Goto iews Settings System  Help

1HCEa BRE 8040 BE @FE

=gy

Garnishment History - Remittance Information

ey
JOE, TAMMY

12/02/2008 Garnishment history
Period from 04/01/2008 to 06/30/2008

name| Case no. [endor |Order Type|Description |ActionDate

|RecordType| Text

| Amount| Rem.bal | Total date| Year-tate|Pay.type|Due date

07-41638 2173700 VL
07-41638 2173700 VL
07-41658 2173700 |VL
07-41658 2173700 VL
07-41658 2173700 |VL
07-416588 2173700 VL

Yoluntary Assignment | 06/22/2008
Yoluntary Assignment |06/10/2008
Yoluntary Assignment |05/23/2008
Yoluntary Assignment |05/09/2008
Yoluntary Assignment |04/25/2008
Yoluntary Assignment |04/10/2008

1

1
1
1
1
1

Deduction
Deduction
Deduction
Deduction
Deduction
Deduction

1.431.00
1.431.00
1,431.00
1,431.00
1,431.00
1.431.00

0.00
0.00
0.00
0.00
0.00
0.00

12,875.00
11.448.00
10,017.00
8,566.00
7,185.00
5,724.00

12,.879.00
11.448.00
10,017.00
5,586.00
7,155.00
5,724.00

R

A aaa A

06/25/2008
06/10/2008
05/23/2008
05/08/2008
04/25/2008
04/10/2008
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Benefits of reports in HRMS

mHRMS reports are available across functional areas to allow

you to:

Access reports and data that relate to business tasks
performed within your role.

Process information quickly to support decision making.

Take a snapshot of data for your business area and personnel
area.

Data displayed in reports may be filtered or sorted to display
specific data needed.

Data iIs real time.
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HRMS Customized Reporting

Functional Area

HR = Human Resources

|

/_A_\

—

4 The Transaction Code )
used for this example
is the Accrued and
Mandatory Payroll

Deduction Report

)

PY — Payroll

Z HR _ RPT PY 010 PA - Personnel
— Administration
e e oM -
I Organizational
T Management
“7” = Custom “RPT” =Report Report GAP# | TM = Time

Management

Functional Areas:
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Garnishments Details Report

m  Provides a list of employees with garnishments.

m  Run this report once payroll has been exited by
Department of Enterprise Services.

m  Access the Garnishments Details Report
S AHR 61016146

@ 7 | 69



Garnishment Details Report

[=
Frogram Edit Goto Systern Help

m Fields to complete: le 200 @ QB @

Garnishment Details Report

— Period

=Pl <> =earch Help |

— Payroll Area .
Feriod 1 Current Payroll Period &
Payroll Area hi[=l10/01/2008] - 10/15/2008

m Click (Selection L Period 20| 2008

3|

. . [& Choose Selaction Fields
Field) to bring up

Selection options Selection fields
| Selection options | | Selection fields IRI |_|
fu rther SearCh [Empioyment Status: % @ _|Personnel Nurnber %
1 Company Code = —
Optlons : Fersonnel Area | — -
Personnel Subares E :
= Select options = —
Employee Subgroup
Payroll Area N
I 4 Administrator Group ]
CIICk o (CO py) " Payroll Adrministrator -
'to acce pt Persannel Administratar :
) Time Recording Administrator . =]
. Fers Area/Subarea/Cost Center  [+] [+]
m Click & (Execute) to
generate report. e

P
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arnishment Details Report

=g
| List Edit Goto Systern Help

|& Ddl eae SHE vnoan BE @6

Garnishment Details Report

Company - WAD1 STATE OF WASHINGTOM Garnishment Details Report Page No 1
Pay Area - 11 Semi-monthly Run Date - 12/01/2008
Pay Per. - 20.2008 10/01/2008-10/15/2008 Run Time - 14:35:05
Pay Date - 10/24/2008 Report ID - RPCGRNUD
Employee Name Employee Document  Start Document Orig. St. Initial Gar. Remaining
10 Date Number State Gar Balance Cat. Balance
Internal Release Amount Gar
N. Seg.N. Date Taken Fri
058/25/2006 07 /25/2007 1304807 WA A Cs
oopz 61 0o/ 00 /a0 152 .50 oo
confidentiality 09/26/2005 10/10/2005 06-2-10533-0 WA A 5,123.76 CC 4,559,085
oot 61 0o/ 00 /a0 280. 30 oo
06/05/2007 07 /10/2007 1205805 WA Cs
oooz o1 0o/ 00/ 0eeE0 327 .00 oo
07/25/2004 07 /10/20068 99989599 WA 1 cs
oop1 61 00/00/ 0000 358.50 o1
10/10/2004 07 /10/2006 99983998 WA 1 Cs
ooo1 61 0o/00/ 0000 224.50 oo
08/01/2007 05/10/2007 696883 WA Cs
oot 61 0o/ 00 /a0 118. 50 oo
05/31/2007 02/25/2005 O7-41658 WA YL
oopg 02 0o/ 00 /a0 , 04881 oo
05/28/2008 08/25/2005 YO72152 WA A 3,421.70 CC 2,515.30
ooog 61 0o/ 00 /a0 303.10 oo
06/16/2006 07 /10/2006 99383398 WA Cs
oot 61 0o/ 00/ naen 83.70 oo
06/26/2007 02/11/2008 1940437 WA cs
ooot 61 0o/ 00/ 0eeE0 297 .50 oo
02/01/2008 02/11/2008 1695484 WA 1 Cs
ooos 01 0o/00/ 0000 173.50 oo
09/10/2005 04/10/2007 99383998 WA A Cs




P

HRMS Activity

View Garnishment Details Report
Exercise

12



Remittance Detail Report

m Use to provide a list of warrants that are not mailed out
centrally by OFM.

m This can act as the agencies Miscellaneous Deduction
Register (MDR).

m Refer to the OLQR User Procedure: 3rd Party
Reconciliation

m Access the Remittance Detail Report using the
transaction code PC0O0_M99 URMR
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Retrieve a Variant

1. Toretrieve a variant from the report screen click Goto 2
Variants = Get

E;
v
User Yanables... Disnlay...
selection acreen Help chift+F; | Delete.
Back ey | oave As Varant..

Ctrl+5

:

Note: You can also click Shift + F5 or click the (Get Variant)
button to retrieve a variant.
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Retrieve a Variant
|EE’Finc| Variant

2. Remove your name
or personnel number
In the Created by
field.

3. Enter the variant
SWV* in the Variant
field.

4. Click @ (Execute) to
execute the search.

Wariant

Origi

@t

Ervironment
Created by
Changed ly

III?AEEAF': “ariant Directory of Program RPLURMROD

B G E=

wariant catalog for program RPURMROD

Sariant narne

|Shart description

S IRSTSTATRY
S IRS15TATRES
=W IRS15TATREY
St IRSZ2NDLATET
=W IRSZ2NDOTRES
S IRS2MNDOCTRY
S IRSIRDCTREE
=W IRSIRDCTREY

EFTFS deposits IRS 15t gtr OF
EFTPS deposits IRS 1st gtr 03
EFTPS deposits IRS 1st gtr 09
EFTPS deposits IRS 2nd gtr 07
EFTPS deposits IRS 2nd gtr 08
EFTPS deposits IR 2nd gtr 09
EFTPS deposits IRS 3rd gtr 06
EFTPS deposits IRS 3rd gtr O7

T 3 | | | | |

DIEEE ][]

D

D]
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Remittance Detail Report

=
| Frograrm Edit Goto Systermn Help

| & D a8 @@ SHE smTmasn RE @

R Flelds to Com plete Reconciliation of Remittance Posting Items

—_ Company COde HR payee iterm selection

Compary Code A0
|Business Area 1110 [

— BUS|neSS Area “fendor 2161700

“endar subgroup
HR payee type

- Vendor HR paryee number

Ewvaluation run no

Due date 01/10/ 2008
- Due Date FPosting run nurnber =

Acknowledgement run
HR document ref. no.

Remittance Status

[o]s]ols]ol%]a]s]cls]c]s]s]

m Click @ (Execute)to Stopped payments

Control data

generate the report. Additional data

@ Mone
O Include employee data

O Include symbolic account data

G| cantral
@ AL grid control
O ALY tree contral
AL Layout 1_SUBTOTALS
Sl header

Level of detail on double click
[*IHR pay iterm surmmary
[+ Employee details
[*]HR payee item status
[“*]HR payee item details
[«*] Fayroll data
[v] Additional information




Remittance Detail Report

|II?

@

Reconciliation Edit Goto  System  Help

JH Q@@ BEHE DD HE @&

Remittance Detail - Overview

IR EREEEIER R EE EE ER RG]

HR payee items

Co.. |BusA  |vendor IHRPType | HRpayee| EvalRun| = Amount|Crey  |Payday |Due TranDate

W EI1 110 2181700 2 1 411 ush |04M0/2007 041102007 04/05/2007
TTT0 y, y, 7T Oon e Tr2nn T A |04/05/2007
1110 2 4 411 ush |04M02007 04102007 04/05/2007
1110 2 4 411 ush |04M0/2007 04102007 04/05/2007
1110 2 ] 411 ush |04m0/2007 0471072007 04/05/2007

usD

1110 2 1 421 usD | 04525/2007 047258/2007 047192007
1110 2 2 421 UshD 0452572007 0472572007 0471972007
1110 2 4 421 UsD | 04725/2007 047252007 0471582007

Print this report by Vendor number to send as the MDR with

the warrant.

*To view the report detail double click on the dark yellow line

numbers.



Remittance

mAgencies can print the
remittance detail and send
to vendors along with their
payments

mDisplays:

— Vendor Name

— Amount being sent

— Due Date

— Number of employees

— Employee’s personnel
number

— SSN

— Amount being paid by
each employee

Detail

=4

Text Edit Goto System  Help

& 3l dE @ BRE D0 EE @D

Print Preview of LOCL Page 00001 of 00010

SAP System

Remittance Detail Report
Remittance summary

HR payee item

Company Code : Wall STATE OF WASHINGTON
Company Name : STATE OF WASHINGTON

Vendor : 2121700 EFTFPS IES Fayment for WiH Ta
Vendor name : EFTFPS IRS Payment for WIH Ta
Name 2 : EFTFS - PAVROLL TAX DEPOSITS
MName 3 : OGDEN SERVICE CENTER

Sireet

Po Box :

City : CGDEN

Region : uT

Postal Code : F4201

Reference Document HE 0073100000

Buginess Area : 111a

HE pavee type : 2 Tax payee(s)

HE payee numhber : 00000003 ER OASDI

HR payee : ER OA5DI

Evaluation run ne : 0000000681

Payment amount : 34,653.77 UsD

Currency : usD

Due daie : 0141072008

Employee details
Number of employees oonz229

Amouni
00013 147 .68
Eggg Employee names and social ;231;24

security numbers have been :

000261 L 183.12
] removed to protect confidentiality 17710
130.67
14255
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Accrued and Mandatory Payroll
Deduction Reports

m Used to show:

— Medical aid and industrial insurance
— Court payments

— Social Security and Medicare for both
employees and employer

— Retirement summaries by plan

m Refer to the OLQR User Procedure:
Accrued and Mandatory Payroll
Deductions

m Access this report by using the transaction
code ZHR_RPTPYO010.
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Accrued and Mandatory Payroll
Deductlon Report

Fayroll period |E7Program Edit Goto System Help
. Click to access the |@ 140 CE8 RHE fno0 PR QO
screen Shown to the ”ght- Accrued and Mandatory Payroll Deduction Reports
B
2. Enter the Payroll Area. _
| Further selections | | = Org. structure
. Feriods
3. Enter the Period to search by: Payrall Area
@ Current patiod
. O Cther perinds 0
— Current period S s T
. O For-period view
— Other periods B
— In-period view Selectons
. . PErsonnel numher
— For-period view Personnel area

Personnel subarea

— Enter values as appropriate. | empoyee o

Employee subgroup

4. Enter the appropriate selection in

Select Repart Type

the Selections field. poues Pyl Deducton R
Medical Ald ®
Court Payments o |
5. SeIeCt the Report Type Mandatory Deductions
Federal Tax D
6. Click @ (Execute) Retirement Plans 0

%



Accrued and Mandatory Payroll

Deduction Report

=

| List Edit Goto Systern Help

|@ 2100 ©ae CHE vhL0 BF QB

Accrued and Mandatory Payroll Deduction Reports
&
Report ID: ZHR_RPTRYO1Q State of Washington - HRMS Run Date: 12/01/2003
User o KELLYW Accrued and Mandatory Fayroll Deductions Fage 1
Pay Date 10/24/2005 Court Fayment Accruals Pay Feriod 10/01/2008 - 1071572008
FPersonnel Area 1950 Liguor Control Board

Warrant Register |PO320

Employee Court Payments

Employee Total

3005 — Garnifh: Writs

1,600.93

TOTAL:

1,600.93

This report displays the employee court payments for the selected period.




P

HRMS Activity

View Accrued and Mandatory Deduction Report
Exercise
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Summary

m Throughout this course, you have learned to:

— ldentify new terms and concepts specific to
Garnishments

— The process of flow of garnishments

— Roles that relate to Garnishment processing
— Create a garnishment

— Make adjustments to a garnishment

— Release a garnishment
— View reports
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Question and Answer
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Resources

m The following resources are available for your use:

— DES Service Center— (360) 664—-6400
= ServiceCenter@dop.wa.gov

— The Attorney Generals Office Web site
= http://www.atg.wa.gov

— The Office of Financial Management
= http://www.ofm.wa.gov

— The Department of Retirement Services

= http://www.drs.wa.gov

— The On-Line Quick Reference
= http://www.hr.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/defaul

t.aspx
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